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2, Recruitment and Hiring 



En^ptoyment Categories 

Employment at NPR falls into one of the foUowing categories: 

m Fuli-time regular; 
m Pait-tim^ regular, 

■ Hxed-terni/Temporaiy/F^ject personnel; 

■ Interns; 

■ Volunteers; and 

■ Independent Contractors/Consultants 

Fuli-dme Employees 

Ful|4me employees are faired for a specific position and must successfully complete an initial proba^onary 
penjbd Employees in tbis category work a minimum 40-hour week on an annual basis of 52 weeks \ 
(2080 hours) and are entitled to participate in all NPR benefits after meeting eligibility requirKnents. 



per year 



are enti- 



Part-time Employees 

Part-time einployees are hired for a specific position and must successfully complete an initial probationary 
peripd These employees work less than a 40-hour week on an annual basis of 52 weeks per year, and 
tiedito participate in NPR benefits, after meeting eligibility requirements, as follows: 

1^19 hours per week: Sick and annual-leave benefits calculated quarterly based on houra worked; beieave- 
nient leave; and foreign- war-risk coverage. 

20-29 hours per week: Half of annual and sick-leave benefits provided to full-time employees; bejeave- 
m^t leave; pension; and foreign-war-risk coverage. Employees who share a single full-time position with 
e^h working 20 hours per week are entitled to receive cash payment in lieu of benefits, (See Special 
Scheduling Arrangements) 



39-39 hours per week: Full annual and sick-leave benefits; bereavement and personal leave; pension 
aiice coverage for health, dental, life, long-term disability, accidental death and dismemberment; busiijess 
el; and foreign-war-risk coverage. ^ 



Temfporary {Fixed-Term)/Project Personnel 

Personnel in this category are appointed for a specified period to perform certain duties, often oii a ^.^ 
gran| basis. Human Resources has final authority to hire temporaries to fill in for employees on leave, 
shorf term operational demands di<^te or when extraordinary circumstances prevent employees ; 
ing necessary duties. Temporary and project personnel are hired pursuant to an Erpployee Action 



ftomperfc 
Fom 



Temporary p^onnel are entiUed to the following benefits if the appointment calls for a minimum of $0 hours 
per Tyeefc for at least three (3) months; 

■ Sict annual, personal and bereavement leave 
m Health and dental uisuranee 



I Vision care 



I Life and accidental deatli & dismemberment insurance 

r Lopg-term disability insurance 

I Biisiness travel insurance and foreign-war-risk Coverage 
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fnterns 

Various divisions have established student and non-student intern progjcams. The purpose of intern programs is 
m provide the intern with hands-on educational experience and (rainiag in a specific aiea. Frequent ly, these 
pi^granis are part of a fonnai intemship program offered by a coUege or university. Students partic painrg in 
cpUege- or univecsity-affiliated programs ofitea receive scholastic credit for the time spent working at NPR. Ail 
internships should be established and coordinated with the participation of Human Resources, liite^is aie not 
eligible for NPR benefits. 

Volunteers 

NpR, like many other not-for-profit oiganizaiions, is fortanate to frequendy have the assistance of TJolunteers, 
Vt^iunteefs provide services to NPR without any e:qpectation of compensation, and they aie not eligible for 
NPR benefits. 

Consultants/Iitdependent Contractors 

NRR works with consultants and contractors on an as-needed basis. Consultants and contractors m^r be hiied 
for^fas little as a few hours a day, for several months, or for more than a year (e.g., compute consultants, gen- 
eral contractors oft construction prefects). The Chief Operating Officer has final authority to \m& corsultants/ 
coritfactofs to provide special sidlls or services or when extraordinary drcnmstarvees prevent employees fern 
per^onning certain duties. The procedures that must be followed prior to engaging a consultant or contractor 
areldescribed in ISfPR's "Procurement Procedures." 



Collective Bargaining Agreements) and Work Ruies 

Ceijain employees at NPR are also covered by the provisions of collective-baigaining agieement(s) Or 
mies. Any employee covered by such agreements or rules Will be given notification of coverage at thje 
emjjloymeiit begins. 



work 
tune 



Each employee covered by work rules or a collective-baigaining agreement is responsible for reviewing the 
relej^ant dociiinent and addressing any questions to his or her representative, manager/supervis(^ andybr 
Huriian Resources. 



are enti- 



Exc^pt when work rules or a collective-bargaining agreement specifies otherwise, covered employees 
tied [to the same benefits and are subject to the same policies and procedures as other NPR employees 

EEO Statement 

It is jthe policy of NPR to seek the best qualified candidates, to offer equal employment opportunities for ail 
job c^penings, and to take affirmative action consistent witii NPR's affirmative action plan to ensure th^t such 
opp(^rtunities are provided. It is contrary to NPR policy to discriminate against any employee or appliiiant for 
employment because of race^ sex, disability, color, religi<Ki, national origin, citizenship, age, sexual orientation, 
veteran statns, political affiliation or other protected status. In addition, NPR will undertake positive steps to 
recruit and employ qualified minorities, individuals with disabilities, and veterans. It is the shared resf onsibili- 
ty Gf|every supervisory level staff member to enforce this policy. The Vice President for Human Resound has 
beenj^ppointed as the EEO Office and is available to assist staff members witii their equal employee it 
oppojftunity efforts and programs. 

The recmitment of a new employee is the joint responsibility of the hiring manager and die Human Resources 
Office. 
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ErapJoyment Eiigibiiity Verffication (1-9) 

It is NPR's policy to hue persons currently authorized to wort in the U^, All candidates for em] 
should be asked if &ey are eligible to work in the United Stales. If a candidate answers no, the 
should explam that NPR will not sponsor, provide any administrative support for, pay for, reimbuise, 
wis^ assist applicants who are trying to obtain or maintain appropriate visas, work authorizations, I 
fionfe, or working papers. Exceptions to this practice require Vice President level approval and are 
where no other qualified candidate(s) cunDentiy au&orized to work in the U.S. is being considered, 
is obtained, the candidate is responsible for hiring legal counsel and securing the necessary papers, 
be rfeviewed by the Office of General Counsel 
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Within three business days of the first work day, all employees must con^iete the 1-9 form and 
reqqired documentation to Human Resources. If this information is not obtained by Human Resources, 
the supervisor can have the applicant complete the 1-9 and forward the completed form along with 
documentation to Human Resources. The supporting documentation must establish identity and employment 
eligibility- Acceptable supporting documentation is listed on the back of the 1-9 form. Erapioyees woiidng 
fewer than three (3) business days (tonporaries), must complete the form by the end of the first working day. 
Fon^ier employees who are rehired must also complete the ftam if they have not completed an 1-9 w|th NPR 
witliin the past thirty-six (36) months, or if their previous 1-9 is no longer on file. 

Emjjloyees are expected to notify Human Resources of any changes in employment eligibility prior tj the 
effe<^Ve date of such change. Employees who fail to renew their work authorization or secure an intension 
by the expiration date will be terminated on the expiraJion date. 

Position IDescriptlons 

Pt)sition descriptions are requhed for every position at NPR and must be approved by the Human Rejjources 
Department. Human Resources is also responsible for assigning job classifications and compensation levels to 
eacnposition. 

Emjiloyment of Relatives 

Relativ^, domestic partners, or spouses of NPR employees shall not be hired by or have their emplo]?ment 
GOiitinued with^ NPR when it creates or gives the appearance of a conflict of interest. A conflict of interest 
exists when an employee or applicant would directly or indirectiy report to or supervise a relative, do nestic 
partner or spouse. A conflict of interest would also exist if either one would be woridng in the Humar 
Resc^urces department. Finance, or is responsible for processing or appiovmg payments for the relative, 
domestic partner or spouse. 

If enpioyees are found to be in violation of this policy, one of them must transfer or terminate emploionent 
within (3) three months of being notified of the conflict. Although employee preference will be considered 
regarding the outcome, NPR reserves the right to make the tiiial detmxunation. This is also true for employees 
who ^t mamed or become domestic partners while working at NPR. 

Recjfuttment Guidefines 

I 

Wdfing, Revising, or Reclassifying a Position Description 

„ I 

For new positions, caH the Human Resources (HR) Staffing Office. A HR Staffing Associate wiU either write 

or assist you m writing a position description. The Associate also can provide you with current descriirtions of 
similar positions for your reference. 



Revising a position descriptioii entails making changes to the description which do not change the 
pose bf the position. These can include change in supervisor, tide change <e.g., Adrrdnis&ative 
Assi$tant), deletion of outdated duties and responsibihties, and addition of new, related essential duties 
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fesponsibilides. Note: if ttie duties require a different sfciH level, (be position must be reclassified. To ma&e 
revisions to a position description, the supervisor piepaies a Position Description Revision IVfemo and attaches 
it to the position requisition fonn. An outline for the revision memo is located on the Staffing pag^^ of the HR 
intranet site. 



Redasslfymg a position ocguis when a position's general puipose changes. The change must si^.„- 
the position's essential duties and responsibUides and its minimum qualifications. Reclassification:; 
a^so involve changes to a position's tide, reporting lelationshipi and supervision exercised. To r 
tipn description, the supervisor prepares a justification for iiecJassification and attaches it to the 
sition form. An outline for the justification is on the Staffing page of the HR intianet site. 
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position 
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GJeneraUy, reclassified positions do not require posting if there is an incumbent who meets the job touiie- 
rij^ts, CcHisult wife Human Resources to confirm whether posting is required. AU positions being^eclassified 
tcj man^ement level must be posted. 

Preparing a Position Postrng 

A|Position Requisition fonn must be completed to begin the posting process. The form must be signed by the 
department head/supervisor and, m the case of a new position, the division vice president Please be sure to 
n<^6e on the form any equipment or facility needs. Once the form is signed, it Is submitted to the Budget 
department for review along with a position description and, where applicable* the justification for ledassifica- 
tidn or Position Description Revision Memo. (Note: The Budget department ensures adequate resources are 
available to support the position.) Th& form is then forwarded to Human Resources and HR is lespoTisible for 
obtaining the remaining signatures. The Position Requisition fonn is located on the Staffing page of the HR 
intranet Site. 

Odce all signatures ar& obtained on the Position Requisition form and the position is posted, tfee HR IStaffmg 
Office sends an e-mail message to the hiring manager that inchjdes the date the position was posted, when the 
position closes (if appUcable), name of your primary HR Staffing Office contact, the position postin^l number, 
and a verification of any services requested of the HR Staffing Office, 

Posting Positions 

Portions are automatically posted in the following locations: the NPR Employment Opportunities bilietin, 
whfe:h is available both in the building lobby and in Human Resources; various local and national tali ait banks; 
the job information phone iiiie; die DACS; the VAX job buUetin board; the NPR web pa^ and the DC 
Department of Employment Services Job Bank. Human Resources is responsible for these listings ask for 
- iiiriflg good faith consideration of the applicants attracted by these listings. 



ensi 



In cbmpleting the Position Requisition form, supervisors may request advertising of tiie position in ot tier loca- 
tions, e.g.. The Washington Post, die NAB web site. Current, etc. The first $500 for advertising any Oi le posi- 
tion is paid by HR. Any additional advertising costs are charged to the requesting department's budget, HR 
stafiing p^sonnel will write advertisement copy and assist you in selecting the most appropriate location to 
place advertisemenls- 

The piinimum posting period is fifteen (15) working days, and interviews can be conducted during thi|s period 
Supervisors may request a longer posting period on the position requisition form. 

Obtaining Applicant Resumes 

Resutnes received by HR for an open position are sent to tiie selecting official by interoffice mail on Tuesdays. 
They may be picked up or checked on more often by calling tiie HR Staffing Office. 
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Any resonies diiecfly reviewed by the selecting oflid^l imsX be forwarded to HR, All tesumcs neeil to fae date 
stamped and logged Into liie HR lesnme traddng systenu 

O^ the position requisition form supa^sors may request the pre-screening of lesumes received fotn external 
c^didates. Once (!ie position is posted, ttia HR StafOng Office calls the selecting official to discuss the qualifi- 
cations to ensure he/she ret^ives the lesximes that meet the nrnumum quaiitications of the position. Kesomes 
for ail internal applicants ate foiwaided to the hiring offidal and are not pre-screened 



^liy 



Closing and Re-Opening a Position 

Tl^e HR Staffing OSice. must tie contacted lo close a posting once an adequate pool of qualified caitdidate 
resumes has been received. Oosmg a position simply means that the position is no long^ posted. 
tJo^al resumes received after a position is closed are Icept m HR instead of bemg forwarded to the 
official. If no employment offer is made afler closing a position and interviewing candidates^ fiie 
OSice must be notified before reopening the position. Any positions that have been closed for three 
or bore require coflfirmation trom the hiring departm^t's Budget Manager that fiinds for the 
available. The position is le-posted in the places indicated above^ and all resumes received from the 
position was closed to date of re*opening are forwarded to the selecting official, along with new submissions, 



;HR 
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Interviewing Candidates 

The decisioa to hire a particular applicant should be based on a determination that the applicant 
qi^iifications for the position. Discrimination in hiring is contraiy to NPR policy and favoritism 
shqwn to any applicant for employment 



njetts 
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tiie 



Seljectiiig officials are encouraged to pre-plan interviews. Pre-pJaiming provides an opportunity to 

crit^cd skills and abilities a candidate should possess and ensure that the best candidate is hired for 

tioi|. Candidates must be judged using the same criteria, therefore, ask die same set of questions witlt 

didate mterviewed. On the position requisition form, you may request diat the HR Staffing Office assist you in 

developing interview questions. 
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On ^e position requisition form you may also request that the HR Staffing Offfce provide assessment tools to 
beised as part of die mterview process. These assessment tools include a candidate rating mediod ajid proof- 
reading, grammar and typing/word-processing skilis assessments. 

Each person interviewed must complete an NPR Application for Employment. Candidates may either come to 
HR to complete the form or obtain it fiom the selecting official The s^lication form requests inforaiation 
whiph is not typically listed on a resume, such as salary history, exact dates of employment* reason for leaving 
pre\fious positions, criminal codvictions, references, and teason for wanting to work at NPR. 



Managers are not authorized to make promises to prospective candidates regardmg future increases 
or career advancement. 



in salary 
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Chc^Jdng References/Badcgroiind Investigatioiis 

Oncb a candidate is selected for hire and before the hiring paperwork is submitted, die candidate's 

must be checked- HR recornmends that 2 to 3 business references be checked regarding the candidatel' 

ca£i<^ns and reasons tor leaving previous jobs. HR recommends that you tell the candidate that you 

checking references. Any refererlce checks conducted before die hning paperwork is approved shoulc 

ed to past employers. You should not contact anyone at the candidate's ounent place of employment 

offer has been extended or the candidate has expressly authorized such contact If requested, the HR Staffing 

Offi<^ can provide or assist the selecting official in developing questions for reference checking. 
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With the candidate's appioval HR will verify previous employment dates, shades, and if possible> 
l€^viiig previous jobs, Badcground investigations will be conducted to veriiy education, criiiiinaJ 
md my other relevant information on (he employment ^^lication. Criminal background checks 
e4 to certain positions such as NPR oeScers^ personnel in IT, Security and Legal, as well as positioiis 
duties that are lesponsible for processing NPR financial or personnel informatioa 
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Refusal to submit to a background investigation will eJiminate a candidate horn further considerati(in- 
Infontiation obtained during the background investigatioa will be handled in a confidential manner 

Paperwork to Con^lete a Hire 

Ta complete the hiring process, submit a completed Employee Action Fomi (EAF)* a justification ftfc hii^, all 
reives received, application forms for the candidates interviewed, and the position description. An EAF and 
anioutline of the hiring justification are located on the Staffing page of the HR intranet site, Requiiei signa- 
tm]es on the EAF prior to submission to the Budget department are torn the department head/supenis* 
si<iml vk:e president and divisional budget manager. The Budget depaitnient automaticaUy forwards 
to pR. HR is then respcmsible for obtaining any remaining signatures* Tbe EAF and all attachments 
submitted to Ihe Budget dqjartment at least 5 working days prior to the starting date for the person 
hirpd. Tliis gives HR time to review the paperwork, obtain the riecessaty signatures^ and prepare an 
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No| eniploymeBt otters can be made until the Vice President for HR has approved the jusfffication 
fairjer A verbal conditioaal offer of employment may be made after the jtistificafloi) for hire is ajiproved 
by ferai and before reference and backg^unds checks are completed. Conditional offers of employment 
shopid not uichide any present or fiitme comniitments as to salary, benefits or permanent employment 



After obtaining all necessary signatures, the HR Staffing Office will notify the selecting official and prepare an 
offer letter. The selecting official has the option of deciding whether to have HR mail the offer letter Dr pason- 
[elivering it to the selected candidate* Once the selected individual accepts the position, letters a^ sent to 
^plicants who were interviewed, but not selected, letting them know the position has been fiHed 
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At l^t two (2) days prior to the day the candidate begins work, a Facilities Request Form for phone 
and^ key must to be submitted to Facilities, hi addition, a Computer Systems Access Application mu 
to Information Technology. Both of ihese forms are located on the Staffing page of the HR mtranet si le. 

hi 0Q event a current employee is oflfered a new position, the employee's current supervisor and tiie iiring 
supervisor should agree to a reasonable starting date which doqs not cause undue hardship to either si pervisor. 

The bCR: Staffing Office should be contacted if there are questions or assistance is needed during the hiring 
proems. The HR Associates for Staffing can be reached on x29 15 or x29 10, 

Inlti|al Probatioiiary Period(s) 

All rjew employees are subject to an initial probationary period of three (3) to sut (6) montiis as 

the Employee Action Form (EAF), AH employees who have been promoted or transfeired are also 

new iwobationary period. Each manager is responsible for notifying the employee of (he probationary period. 
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The j^urpose of the initial probationary period is to provide an opportunity for the en^loyee to demonst ^te that 
he orj she has tile ability to perform the job and to provide the employee, as well as NPR, with the t^poi tuuity to 
assess whether employment should be continued. During &e established probationary period, the manager l^is 
the rfeht to recommend termination at any tiiiie on the basis of uusatisfactory performance or violation of com- 
pany poHc^. Manage should be prepared to cite instances of urisatisfactory perfonnance, or instances ^vh^e 
the employee's demonstrated skills do not meet die stated job requirements. At the manager's disaetion, tlie pro- 



batiorSaiy period may be extended once, not to exceed three months- 
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Managers arc encouraged to discuss peifotmmce concerns w^fe ttie employee ihroughotJt Ihe probMonaiy 
periotl Prior to the end of the mkiai prdbatiojnaiy period an evaluation form will be sent by Humaii Resources 
to the manager for completion, live manager is responsible for compkdng this evaliiatioa fonn wlien the 
employee has successfully completed the probationaiy period, i,e. has demonstrated minimum satisfactory per- 
fonnance. tlie manager should discuss the assessment with the employee and lemind them that satlsfectory 
performance is expected to continue. 



Employees accrue leave during the probationoiy period, but annual leave may not be taken unless 
by a department manager on (he basis of special circumstances. If an emergency arises during an 



► juthorized 
einployee's 

prbbalionary pesriod which requires a leave of absence, such time off, if granted, wiU not be considt rcd time 

worked and the probationary period wHl be extended acconJingly. 



Relocation Expenses 

Ui^d^ appropriate circumstances and at the dUcctibn of the President, NPR will pay reasonable islcjcalioa 
exposes. Payment of such expenses will be limited to household goods and the family of an employee hired 
fojj an officer, department manager, or odier appropriate position ckemed essential to the convenience and 
interests of NPR. NPR may also pay such costs when relocation of a current employee is requested by NPR. 



J paid 



Ewifl 



Thp letter offering employment or ordering relocation must state whether relocation costs will be 
NPR. Employees will be informed of the conditions for rconbursement and the specific costs that 
Reasonable costs not to exceed one iiM>nth*s salary may be paid, and NPR wiU not pay for extra ii«^.«iiw 
mqve cars, boats, and other non-standard household items. Receipts of expenses incurred will be ret] uired, 



insiirance 



Ne^ Employee Orientation 

It is important that all new employees begin their employment with NPR fiilly knowled^afole of the orgaiiiza- 
tiqii, its poUcies and procedures, and die duties of their positions. With this in mind, it is the policy ofNPR to 
coriduct new employee orientation pro-ams (either group or individual) for ail new employees brou^t into 
the jGiganization- Supervisors are responsible for ensuring that all employees attend orientation, 

Huipan Resources conducts orientation programs for new employees during their initiai employment periods. 
Hiis orientation provides information on NPR's policies, benefit, arid services, as well as an overview of the 
woik of each department The administrative processing of employment forms that must be completed by the 
eni{)ioyee is done by Human Resources on the first day of employment. 
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In afidition to the orientation conducted by Human Resources, the hirijig supervisor is expected to exblain (he 
specifics of the position, expectations, various administrative issues, and work-nelatad rules. The hiriiig 
visot introduces the employee to co-workers and ensures the employee is integrated into the work unit 
cienpy and positively as possible. 
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If appropriate, the hiring supervisor or his or her designee establishes orientation meetings with oth^ depait- 
ments in the organization. Care should be taken to create a miseting schedale tilat does not overwhehr. the new 
employee in his/her first few days or weeks of employment 

Employnient Records 

The Human Resources Department maintains official personnel records pa every employee. The recoids con- 
tain |he following information: 

■ R^ume or curriculum vitae (if submittedX and/or application for employment; 

■ Appointment letter, 

■ Eoiployee Action Forms; 
m PenormarK:e evaluations and related materials; 
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I LeUeis of dismissal or resignation; and 
! Employment verifications 



Haman Resoaices maintains separate employee confidential files for FMLA leave and/or medical intonnation. 
Infpnnation contained theiein will be shared with Ihe employee's supervisor only on a need-to-know basis. 



Staff members have a right to inspect (heir files maintained by Human Resouices, Personnel files m 
inspected by an employee's supervisors and authorized staff of Human Kesouices and Office of the 



Copnsel. Supervisory staff members considering an employee for a position may inspect 
itetjis from the onpioyee's personnel file. 
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Seijarate employment files may be maintained by supervisojs to assist tiiem in keeping -_.. „. «_ 
vac^on requests, other leave reqiK^ts, performance and discussions with employees which can be 
irip^t to the annual evaluation. Supervisor files must be forwaided to Human Resources when an cl. 
transfers to another position, terminates employment, <k the supervisor's employment ends either in 
m^t/unit or NPR. These files do not become a part of tiie official Human Resource personnel file 
maintained for fotuie reference if needed. 
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Internship Guidelines 
Purjpose 

NPR's intern program is designed to provide interns with "hands-on"" educational experience and 
specific area. Frequenfly, intern programs are part of a formal internship program offered by a coUegt^ 
verdify. The intern program is not designed to replace regular positiom. 
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Geiieral Information 

Interns ate expected to work between 20 and 40 hours a week during an S- to 12-weefc mtemship period 
Internships are offered during the Summer, Fall, and Winter/Spring semesters. A candidate must be a graduate 
studpnt; an undergraduate student in his/her junior or senior year; or have graduated fmm college wititin 6 
months of beginning die internship. Intems may receive academic ciedit if an arrangement is made between 
the NPR Human Resources Department and tiie intern's college or unive^ity. All intems arc subject t0 the 
applicable NPR employee mles, including its Employment Dispute Resolution Policy, 

Canjiidates must submit completed forms, cover letters, rcsumes, and two lett^ of reference. 

Apfilication Deadlines 

SunJmer - March 15 

Fail ^ My 15 

\Vinter/Spring - November 20 

Requesting An Intern 

To request an mtem, the hiring manager sends an e-mail message to an HR Staffing Associate with the f|>Uowing 
itiforpation: 

m The name of the department, show, or unit for which the intern will be working. 

m W|ie£her the mtem will be woridng fall or part-time and which days of the week he/she will work, 

■ Whether the intern is paid or unpaid. (Depending on departmental budget and availability of HR hir^ds). 

■ A brief description of the general duties the intern will be expected to perform. 
m Hie name of the person who will supervise the intern. 

■ Aiiy specific education, experience, and/or abilities tiie intern should have, i.e., famiharity witii pub|c radio, 
experience using Microsoft Word, ability to operate a leel-to-rce! tape machine, an MBA candidate. 
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m Any other additional items required of the intern, such as a wrifing sample. 

m Whether HR fimds are requested for the intem. (HR funds are only available for Summer internships and 

must be requested by January 10,) Money is distributed based on the number of requests received, Ka/EOE 

goals, etc. 

The HR Staffing Associate will write a position summary for the internship and send it to the hiring itaanager 
for 4pproval. 

Posting Process 

All MtemsMps are posted in the following locations: the Internship Oppottimities buiietjn, which is a|ailafole 
both in die building lobby and in Human Resources; talent banks, which are sent a copy of the Ihtemship 
Oppptnnities bulletin; the job informatioti phone line; the DACS; the NPR web page; and with univjisities 
nationwide who have previously requested NPR internship infonnadon. 

In addition, the Staf3fing Office distributes Ihe Internship Opportunities bulletin at int^nship feirs spoiksored by 
local universities and at various other job fairs. Upon request, the Staffing Office wOl send the Internship 
Opportunities bulletin to specific universities. 



Obtaimng Applicants 

Applications received for intern^ps are kept in the Staffing Office until the internship deadUne for 
semester has passed, Witiiin two weeks of the deadline, the applications are forwaided to the hiring 
Upoii request, applications may be sent to hiriijig managers on a weekly basis prior to the deadline 



esich 
managers* 



dat5. 



AIso;iq3on request, applicadons may be pie-screened by the Staffing Office to ensure that spedfic qualitative 
criteijia are satisfied Only those applications meeting the criteria would be forwarded to the hiring i 



manager; 



Selection Process 



Iti 



addi- 
Office 



Hiring managers are encouraged to conduct interviews (by telephone or in person) with the finalists, 
tjon, Ithe hiring manager should chedc the references of the intern candidate. Upon request, the Staffing 
will conduct the reference checks, 

Aa^raployee Action Fonn (EAF) needs to he completed for int^ns being paid either by the department or by 
HR. piere is an internship category in the temporary section of the form, EAF's are not prepared for unpaid 

: intern 



mterrjs, therefore an e-mail message must be sent to the EIR Staffing Associate stating the name of the 
and the dates he/she will woric 



Pay procedures 

Intenis receiving monetary compensation are paid by check request or through NPR payroll HR can provide 
guidance on the appropriate form of payment 



An mtem being paid through Payroll must complete a bi-weekly, non-exempt time sheet and give it to his/ha: 
supervisor for approval The time sheet is then submitted with the rest of the department's time sheets |to 
Payrqll for processing. The intern receives his/her paycheck on payday along with the regular staff, 

Airangernents 



requ^t 
intern. 



can be made with the Huinan Resources Staffing Office for submission of the bi-weekly 
required for payment for \ntems paid through Accounts Payable. HR will distribute the check 



There Is no paperwork required for mtems who are not receiving any type of monetary compensation for their 



services. 
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Activities 

At the begiimmg of each intern program semester, interns receive an orientation dudng which they hive the 
oppjorainity to meet the corporate officers, tour the buOdii^, receive compute training and visit the li biaiy, 
Miiu>-orientations are scheduled to accommodate interns starting at least one week before the normal program 
start dates. 

At tbe end of the semester interns receive certificates and NPR logo items in recognition of their part citation. 

During the S-weefe Summer program, weekly brown bag lunches and training sessions are held, Typiitally, the 
broyn bag lunches are scheduled oei Wednesdays, and the training sessions ate on Thursdays, Hie pa pose of 
the brown bag lunches are to give the interns an overview of the coiapany and the functions of the dilfeient 
divi^otis. The training sessions provide the intenis with an opportmiity to learn production and editing tech- 
niqU^. In addition to these weekly events, the foUowing events are scheduled: a tour of WAMU; a vi: iit to the 
Newseum; a tour of the Capitol; a scavenger hunt or similar activity to give an orientation to Washington, D,C. 



TTieFail 



pating 



NewseunL 



L and Winter/Spring programs have fewer planned activities due to the small number of hitcrmi 
J a£ those times. Scheduled activities normally include brown bag sessions, WAMU tour and a 



vjsit 



partici- 
to the 



A schedule of activities is given to eacb inteni and &eir hiring manager at the start of the internship p^dod 

Evaluations 

Evaluation forms are distributed approximately one week before the end of the internship period. Incerkis eval- 
uate Hieir internship e:?cperience, scheduled activities and their assigned work, The hiring managers evduate 
die pferformance of the mtems and the overall internship program. Completed evaluations should be returned 
to th^ Human Resources Staffing Office. 

Questions regarding internships should be directed to the HR Staffing Associates at x2910 or x2915. 

Guidblmes for Indepenttent Contractors 

Indep^dent contractors are busmess or profj^ssional people hired to perform specific tasks. They are like ven- 
dors that perform services or provide goods. Ind^jendent contractors are not subject to withhcdding tajces and 
tbey are not eiigjbie for unemployment^ 2^R benefits, pension plan coverage or workers* compensation 

A worker may be hired as a contractor, but unless he or she is treated as such the worker may be consi<iered an 
NPR Employee, which has financial and legal ramifications. The traditional test used by the IRS for determin- 
ing employee status asks whether the employer has retained the right to control both the service ptovld ^ and 
the manner m which it is performed. To ensure independent contractor status the contracting o^dal should not 
decide how (he services are perfonned or how the result is achieved. Hie existence of the foUowing factors 
strongly suggests regular employee status: 

■ NPR exercises day-to-day control over work assig^iments and how they are performed; 
s the duration of service is long rather (han short (more than one year); 

■ NPR furnishes equipment, supplies and office space; 

■ diebontraaor works solely for NPR, cannot reject work from NPR and has no other clients; 
m the contractor performs the same work as einpioyees; 

m thefeontractor works the same hours as employees and cannot set his/her own hours; and 
m the jcontractor is paid for incomplete or unsatisfactory work. 

1 

A contract is required when the services of an independent contractor or consultant are needed. The pro^ieduies 
that nnist be followed prior to eiigaging a contractor or consultant ar^ described in **NPR*s Contract 
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Procedores". Please consult with Human Resources or the Office of General Counsel if you have questions 
about using independent confiractois. 
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